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1 Overview of the CerOrganic MOLE Platform
1.1 What is the CerOrganic MOLE Platform?

The CerOrganic MOLE Platform (http://cerorganic.moleportal.eu/) is a multilingual multimedia
information system for managing courses, supporting learning processes and learning
communities through the Web. More specifically, the CerOrganic MOLE Platform fosters
distance-learning by enabling communication between tutors/trainers and students, cooperation
between students and access to coursework information and digital training objects (DTOs). In
doing this, the CerOrganic MOLE Platform supports the combination of traditional classroom-
based lessons and practical sessions, with self-study and e-learning.

The CerOrganic MOLE Platform is an instance of the MOLE (Multimedia Open Learning
Environment) platform®, initially developed to support education and organize laboratory
processes and learning communities for the needs of the Electronic and Computer Engineering
Department of the Technical University of Crete (http://www.ece.tuc.gr). The central installation
of MOLE is available at: http://www.moleportal.eu.

The CerOrganic MOLE instance provides access to an innovative quality-certified training
program for professionals in the field Organic Agriculture and can be either accessed from the
corresponding link of the central installation given above or directly from:
http://cerorganic.moleportal.eu/ (Figure 1.1).

CerOrganic Training Site

_ g Announcements
=5 :
v 1
e nam of Cm = o ring st iz
. =
os >

Mtardia Cpers arrong Ererneres

Figure 1.1. CerOrganic MOLE instance

! MOLE has been developed by the Laboratory of Distributed Multimedia Information Systems and Applications of
the Technical University of Crete (TUC/MUSIC - http://www.music.tuc.gr)
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1.2 Why use the CerOrganic MOLE Platform?
The CerOrganic MOLE technological infrastructure provides:

e education support by introducing new technologies

fast and effective information for learners

an intuitive environment providing learning services

effective support of educational communities

uniform presentation of courses and support of courses series

presentation of curriculum

organization of a large volume of digital educational material and search service
possibility of reusing materials and self-learning

coverage of individual needs in the educational process

dynamic presentation of statistics and performance indicators for the courses
interoperability with other educational systems with the SCORM export feature

Specifically, platform offers a set of services for:

e the organization and management of digital educational content (Lectures, notes,
exercises, technical lab material, FAQs etc.)

¢ informing learners (Announcements, Calendar, literature, personal rating etc)

e learning communities (Mailing lists, live chat rooms, forums, personal messaging, instant
messaging, annotation tools)

e supporting educational activities (Registration to courses, formation of lab teams,
exercise uploads and deadline management, assessment tests)

e monitoring services (Course usage statistics, class performance indicators)

The technical development of the system was done in such a way as to ensure the following
requirements:

e Support for large volumes of information and scalability

e Easy future development of new educational services

e Development of functional graphical user interfaces highly responsive and easy to use
Development of mechanisms for security of use and data protection

1.3 Types of users on the CerOrganic MOLE Platform

On the CerOrganic MOLE Platform there are several user roles with access to different arrays of
management services: site users, course administrators, site administrators.

a. Site users

Site users are normally the students/learners that have access to the course material and are
informed on the progress of the courses that interest them. They have the ability to communicate
with other users, create working groups, upload their work on the platform and many other
services.
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b. Course administrators

As trainers/tutors you will be granted Course administrator rights, that will give you access to
additional management services such as the creation and publication of announcements, sending
email to individual or group of users, uploading of documents on the platform, creation of new
courses by sending off a request for new course. The request is recorded in the system and
processed by system administrators.

c. Site administrators

Site administrators are able to manage training periods by creating or deleting semesters and
choose which information services will be active or not. Site administrators are able to approve
or reject the creation of new courses; search users, delete or edit their data; approve pending
requests for new users and also have the ability to monitor the connections in the system, where
information about the user data is displayed, his/her entry time and end time in the system, as
well as the pages that were accessed by the user in the system.

The following table summarizes the services available to the three different types of users.

Site user Course administrator Site administrator
User Profile Management User Profile Management User Profile Management
Personal Messages Personal Messages Personal Messages
Users List Users List Users List
Announcements Announcements
Email Email
Document Management Document Management
Course Creation Course Creation

Site Settings

Course Management
Study Guide Management
User Management
Connections Monitoring

Table 1.1. Types of management services

1.4 Your Course Services on the CerOrganic MOLE Platform

As course administrator in CerOrganic MOLE Platform you have the ability to enter or edit the
description of the course, to enter information about the teaching of the course (e.g. class rooms,
time, teaching assistants, etc.), and to upload material on the subject matter, bibliography and
useful links. All these elements constitute a complete presentation and are directly accessible
from the main page of the course (Figure 1.2).
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Organic Standards
Services COM2 - Description 2010-03-02 / 2010-08-31

D Course Page The aims of the Module are to develop the knowledge and skills which the

learner will require to comply with the principles and practices of organic L UK O Aprogram

# . o
I_ e production as required by certification schemes.,

e~ Organic Agriculture

I calendar The Module is designed to help learners
®  course Mail « understand the specific requirerments of the organic certification 9\‘ i S ion is requirad
= schemes which operate within their own country and the overarching = ¥
[E Digital Content EC Regulation 2092 / 91; Registration Deadline:
= s apply these requirements in planning the operation of a unit | Open
Wiorkspaces according to these requirements;
« developing a plan for conversion of a unit or enterprise to satisfy the | =™

. Forums . et
- requirements of a certifications scheme
& chat ) _ &| References - Links

P The principles are developed through a case study in a particular enterprise
o o of relevance to the learner,

g The unit provides opportunities to demonstrate key skills in communication o
£ Rating and problem solving. E“é';“ Aceess “"h"’;‘s
— L]

& sSearch iz

= Instructar Chatlie Wannop w 3

G; Aszessment £ ig

S Assistants Henia Arapi 0—

& prazentation Room .

= Teaching Wednesday 11:00 - 12:00, Room 1414.11 Mai T
& video Conference g Henia Arapi (xeniz @ cedtuc gr) Months (2010-03-03,/2010-08-31)
ﬁ‘) My Courses Friday, 10:00 - 11:00, Office 1414.12.3

£ Periods

2010-2011

P zo09-z010

Figure 1.2 Main course page

To support training the platform provides you as Course administrator with a set of services,
aiming to improve communication and cooperation, to provide better information and remote
access to course materials, as well as automation of necessary training procedures and support
and creation of learning communities.

The following services are available:

Announcements

Course Calendar

E-Mail

Lectures Management

Notes Management

Useful Documents Management
Documents Presentation

Annotations

Lab/Projects

Exercises Upload

Discussion Forums

Chat

Course/Lab FAQ

Grades Management and Presentation
Content Search Service

References — Useful Links Management
Assessment Tests

Scheduling - Reservations

Course statistics

Exporting course material to SCORM
Multimedia Presentations

Video Conferencing and Collaboration Service
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As Course administrator you can choose which of the following available services to activate in
order to enhance the educational process (Figure 1.3).

START PROGRAMS COURSES INFORMATION STATISTICS CONTACT

Organic Standards (OM2 - 2009-2010)

Management Options b‘_‘ Services Administrators Description Information ACCess Registration
" :
:3 pettings Course Services
u Announcernents Active Service Description
@ Calendar b Course Presentation Present/ manage Course ™
™ E-mail {p Announcerments Present and Manage course announcement
lﬂ- Digital Content {;‘J Coursze Calendar Create - Manage course events
L]
= Workspaces {f_, Mail Service send email messages to course users
o Forums . . .
g ﬁ; Digital Content Service for storing and managing of course digital content
=
¢35l Chat . . .
= {f—l Workspaces Support of Lah?c an;j P;D]dects. Se_,ttllng up working groups. Storage and
“ FAG managermnent of uploaded materia
B, Assesement [ upload work Ability of electronic upload of hamework and projects
d EEurED ShetEics {;‘J Forums Support for virtual discussions among registered course users
“:L::’ Presentation Room {f,l Chat Support of live text chatting among registered course users
Aoy Pracessing of slides and tutorial notes for the dynamic presentation through the
{;‘J Prezent Slides-Notes MOLE platfarmm L
{f—l User Annotations on Presentations Ability ko insert comments or notes on parts of the presentations {Lectures, Motes)
by registered users
{;‘J Course FAG Creation and presentation of frequently asked questions about the course
iRt Manage course ratings (final exams, lab exercises). Rates are wisible anly to
ating
interested registered users
{;‘J Search Service Search service of course material
= — Marans infarmatine ralatad tn tha litarativa of tha cnoeee sc mall sr oeaful linke +o 100

Update

Figure 1.3 Course services
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2 How to set up your own course on the CerOrganic MOLE
Platform?

2.1 Normal View vs. Edit

On the CerOrganic MOLE Platform there are two different modes: Normal View

£R Site [Normal View] [PRERIE &

While learners can access the Normal View, you as course administrator can use the Edit mode
in order to manage your courses. In order to explore the Services offered for your courses you
need to select Edit mode.

In order to navigate from one service to another (e.g. from Announcements to Forum) go back to
Normal mode and select the service you want to access. To start editing the new service selected,
click Edit.

On the Edit mode you will normally encounter the following symbols:

<+ - Create/ Add
¥ - Delete/ Cancel

7 - Edit

2.2 Register

In order to start your activity on the CerOrganic MOLE Platform, go to:

http://cerorganic.moleportal.eu/

If you do not have an account on the CerOrganic platform, select the User registration option
(Figure 2.1).

14
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Login to MOLE

- Sign in as registered user

Username || |

Faszword | |

Login

O Sign in as Temporary User (Guest) [Login]

Lj I have not a user account [User registration] I

(% I do not remember my password [Eetrieve]

Figure 2.1 User registration

Complete the following categories by providing your Name, Surname, Email Contact, Phone
Contact, Username and select Submit (Figure 2.2).

Register

_ Iz Please fill in your details in the form below to request an account on this Site.
‘ Please be sure to correctly fill out your e-mail address.
After your registration request you will receive an email confirming the successful submission.

Your request will be processed and you will receive a message to your email address with the necessary information for
Organic.Mednet Training Site S (1

Organic.Mednet is supported by the MOLE
Educational Flatform

\/"User Registration Application

Update

Name | Henia |
26 March 2011
[OM3] Marketing Organic Produce Surname | Arapi |
23 March 2011
[test0z] test-xenia Email Contact | xenia@ced tuc.gr |
22 March 2011
[oM43] Organic Standards 1T Phone Contact | 00302321037431 |
28 January 2011 Username
[©rag] Filat training course For agricultural {up to 16 latin characters) xenia
professionals, adwisors and trainers ($th-12th
of Mowember 2010, Adana, Turkey] User type
20 January 2011 Submit

[ZT-01] Organik. Bal Oretimi

Figure 2.2 User registration application

A first email will be sent to the email account provided, with the following message:

Your application for creating a new account at the CerOrganic MOLE platform has been registered.
You will be notified with a new message in this email address for the activation of your account

After your registration request is approved by the administrator of the platform you will receive a
second email confirming the activation of your profile.

At this point you are able to log in on the platform using your Username and Password. After
your first log in to the platform, the system prompts you to change your password.

- Sign in as registerad user

Username || |

Password | |

Logimn

Figure 2.3 Sign in
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2.3 Request a Course
In order for you to create a new Course on the platform, go to:
Start = Site[Edit] = Requests = New Course Creation Request

as illustrated in Figure 2.5. The Course Request will be sent to the administrator of the
CerOrganic MOLE platform that after examining the request will decides to approve it or not. In
case of approval, the administrator will grant you Course Administrator rights. You are,
however, able to further add other administrators to your course, by granting them this right
yourself.

When creating a New Course you have several options as follows: a. to add a new independent
course by selecting New Course Run b. to add a new course as part of program by selecting New
Course in Program or c. to create a course from a previous one already available on the platform
by selecting Create from previous courses.

Mew Course Run |E|
Select

Mew Course Run
Mew Course in Program

Figure 2.4 New course run

In the case of the CerOrganic Spring School, training there is the possibility to create a new
course as part of the Program CerOrganic Training of Trainers Spring School in the Category
Vocational Training in Organic Agriculture. Add the Course name, Code Code and a short
description of the course and select Submit (Figure 2.5).

Logged in as user Mada

Create Course 4B My Courses [Normal View]

Management Options [_‘1 New Course Request Create from previous courses

&} Site Settings
Mew Course in Program |Z|

= Courss Management

— Program Cer0D T T 5 School |z|

D e — erOrganic Training of Trainers Spring Schoo

I_/' e = Category | Vocational Training in Organic Agriculture |Z|
Course| ‘

& Forums

3 - —

—

A |[chat Code

| E-mail Period ---

_‘; User Management

|jj Site Documents

& connection Log Description

& Manage Languages

Submit Cancel

Figure 2.5 New course in program
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After being reviewed and approved by the administrator your course will be

C

Course list (Figure 2.6).

Course Catalog
Services = =
= [ A1 programs Gl © course catalos
E] Coursa Page V
e ode itle ast Perio nstructor
Cod Titl Last P d Instructs
~ e e ?‘ () cs32.3 Course Management Platform (MOLE) 2010-2011 Access (A)
(B - . Designing = tourse with elearning
] 74 ') cs21.1(a) components-Theoretical an 2010-2011 Smith David
- Pedagogical design ;a- Free access to
:1;3 ?i Kj c531.1(c) Discussing the effectiveness of an 2010-2011 e course material
8 = . EESSnofcom=s S Access allowad
= E.L f) c3z2.1 Introduction to Metadata 2010-2011 only ta registered
- r—— - - users
?‘ ¢} csaz1 Intraduction to the training scenario P EEREL Protanotarios
ﬂ - concept Vassilis
- 4 ) caz Organic Farming 2010-2011 s
£ Periods S.“ 4 c3zz.z Organic.Edunst Web portal 2010-2011 S i
2 ‘} Free registration
» 2010-2011 Q Alcsaaa Breparation of short pressntation on a O EEEEL Erotanotarios < g
Al ‘J : developed scenario Vassilis Qé Registration
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COURSES

displayed in the

2.4 Course settings

Figure 2.6 List of courses

A number of Services are available to you as Course Administrator under the following
categories: Services, Administrators, Description, Information, Access, Registration. In order to
access these services go to:

Courses = Select your course = Course[Edit]

Introduction to the training scenario concept (C533.1)

Ma

nagement Options

‘f} Settings

TR A kY

4B Course [Normal View]

I dL services

Administrators

Description

Information Access Registration I

Course Services

Active

Service

{I‘J Course Presentation

&

b
L3

==

O O0OEEO

o=

Announcements
Course Calendar
Mail Service
Digital Content
Waorkspaces
Upload Work
Forums

Chat

Present Slides-Notes

Description

Present/ manage Course

Present and Manage course announcement
Create - Manage course events

Send email messages to course users

Service for storing and managing of course digital content

Support of Labs and Projects. Setting up working groups. Storage and management
of uploaded material

Ability of electronic upload of homework and projects
Support for virtual discussions among registered course users
Support of live text chatting among registered course users

Processing of slides and tutorial notes for the dynamic presentation through the
MOLE platform

m

Figure 2.7 Course services
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2.4.1 Enabling Course Services

In the first category, Services, you have the possibility to choose which of the following
available services to activate in order to enhance the educational process. Select the ones that suit

your training needs from their corresponding boxes and select Update. The selected services will
be then displayed on the left side menu of your course.

2.4.2 Course Administrators

Both the CerOrganic platform administrator and you as course administrator have the right to
manage the administrators of your course.

Introduction to the training scenario concept (C533.1) <R Course [Normal View]
Management Options Services = Administrators Description Information Access Registration

[ i
:} Settings Course Administrators

u Course

- Instructor T liETE Username
- = ® Protonotarios Vassilis vprat

e

=

Figure 2.8 Administrators of the course

Select Add F and choose from the list of users the ones that you would like to add as

administrators of your course. At any point you can remove the administrator rights from a user
¥,

Logged in as user Mada

Introduction to the training scenario concept (C533.1)
Management Options Services Description Information Access Registration
% SEUOIE Course Administrators
I—/ ‘I:::trrsnector Full Name Username
.__- - @ w Protonotarios Vassilis vprot
1B +
= .
: # j:laarr:: of¢ Categories
= starts with: |:| Search Clear All users
4o Users (1to 5 out of 24) ?VSTE‘A
Full Name Username Register Date —
admin admin admin 25 February 2011
Arapi Xenia xenia 10 March 2011
Dimoleni Vanessa Dirnoleni 18 March 2011
Ehlers UIf EFQUEL 12 April 2011
Fizerova Lenka Lenka 14 March 2011
Pages: 112121415 » b

Figure 2.9 Add administrators to the course
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2.4.3 Description of the Course

In this section you can edit the description of the Course and also you can upload a syllabus for
the course (Figure 2.10).

English (en)
@ L
Introduction to the training scenario concept (C533.1) €& Course [Mormal View]

Management Options Services Administrators [= Description Information Access Registration
Q} Settings Course Description

'
- References-Links
-

lﬂ' Course|Introduction to the training scenario concept

Course Code|C533.1

= Title:| Introduction to the training scenario concept

[A||B F U s:||E=E=

= || Format - | Font family

| ob G G R |44 255 == || A B2 o fpm

~ | Fontsize &

-
Description

Training scenarios provide an alternative, interactive way of training, as they consist of |i|
a set of activifies that include not only the traditional lectures and presentations but

visits, hands-on exercises and interactive activities as well. They describe a training

activity, where the focus and starting point is a real life situation and not a theory. A

femlmdon anmmmcin cnfren b beeieion manln bl s fonin sed sanes aneaifBasll

: c i ndn
If you =select a new file the old one will be overwritten

| Chaase File | g file chosen

[Download file _"‘] [%]

cullab
¥

Update Cancel

Figure 2.10 Description of the course

Additionally, if you have enabled the service References-Links, here you can complete the

corresponding section or simply insert Reference/links from previous periods, if available, by
selecting the tab on the bottom (Figure 2.11).

English (n) [
Intreduction to the training scenario concept (C533.1)

rse [Mormal View]
Administrators E] Description Information Access Registration

Course Description

Management Options Services
‘1'},. Settings

s
L Description References-Links
-
Course Info, References, Links
8 Q]| B F O || = = | Format - Fontfamily - Fontsize -
- . i -— g
= | ¥ 52 3|8 4= 4 = 4| [l [| A ~ 22 |||
7 i EE e ] !

Introduction to the training scenario concept

References

WM

[.]
[.]
[
Links

+ loroydpoc MaBnuarwy

+ Euvdsopocl
.
Path:
‘s Insert References / links from previous periods

Update Cancel

Figure 2.11 References/links for the course
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2.4.4 Information on the Course

In this section you can complete information regarding the Course such as:

- Trainer of the Course (Figure 2.12)
- People: additional support staff
- Teaching: information such as teaching hours, rooms etc.

- Support: additional information about tutorial hours, rooms, office hours, lab hours, practice
location etc.

Introduction to the training scenario concept (C533.1)

Management Options Services Administrators Description Access Registration

& i
i}} SET Course Info
ra
p | Trainer | | People || Teaching | | Support |
- Enter the necessary info for the trainer - instructor of the course (name title,contact)
EB Title: |In5truc:t0r: Dr. Vassilis Protonotarios |
: B0 2| | = | = = =||| Format ~ |Fontfamily - Fontsize - | [mrme |

Dr. Vassilis Protonotarios has a 5-year bachelor, & 2-y=ar M.5c. and = 4-year PhD in
Agricultural Biotechnology. all from the Agricultural University of Athens (Greece).

He is a Scientific Associate of Agro-Know Technologies.

feam | »

He has professional experience in the field of Organic Agriculture, both as an officer in
the Directorate of Organic Agriculture of the Greek Ministry of Food and Rural
Development as well from his participation in various EU projects concerning Organic ol

Update Cancel

Figure 2.12 Information for the course

2.4.5 Access to the Course

From the tab “Access”, you can define who can access the digital material of the course, as well
as some registration process options (e.g. free registration, registration confirmed by the course
administrator, registration using a code and disable registration), as illustrated in Figure 2.13.

Introduction to the training scenario concept (C533.1) €R Course [Normal View]

Management Options Services Administrators Description Information Registration

“1? Settings Course Access Policy
I‘: Course |Introduction to the training scenario concept
. Course Code|C533.1
EB Digital material access . _
-1 options /¥ © Free access to all users
F_ DOCu%:ﬁtt:ti’sr’OT:gtessi ?\, @ Access allowed only to registerad users
j @ Free Registration
Registration process eél @ confirm Reqistration
TREITE h':/J Register with a code
::j ©) Disable Registration

Update

Figure 2.13 Access to the course
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2.4.6 Registration to the Course

In this section you can manage the Registration process to your course by checking the list of
Registered Users (Figure 2.14).

START PROGRAMS COURSES INFORMATION STATISTICS CONTACT

Logged in as user Mada

Introduction to the training scenario concept (C533.1)

R Course Page [Normal View]

Management Options Services Administrators Description Information Access

{:? SNy User Registrations

E I 44~ Registered Users (1) I & Requests (0) Q Insert &) Deadline (!) i

lﬂ Registered Users (1 to 1 out of 1)

- User No &£ Full Name & Username Delete

2 SIS mada ]
Select all

Update

Figure 2.14 Registered users

You can approve/ reject a registration Request (Figure 2.15).

START PROGRAMS

Logged in as user Mada

COURSES INFORMATION STATISTICS CONTACT

Introduction to the training scenario concept (C533.1) urse Page [Mormal View]

Management Options Services Administrators Description Information Access !,. Registration

{‘? Settings User Registrations

E &k Registered Users (1) I g Requests (0) I & mnsert &) Deadline (!) [
0.0 New Registration Requests (1 to 1 out of 1)

3 Confirm

- Registration User No U Full Name T TErrrETE Tl
3

Update

Figure 2.15 Registration requests
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By selecting Insert you can choose from the list of platform users the ones that you would like to
follow the Course.

START PROGRAMS COURSES INFORMATION STATISTICS CONTACT English (en}

Logged in as user Mada & Logo

Introduction to the training scenario concept (C533.1) €% Course Page [Normal Vie
Management Options Services Administrators Description Information Access
é?’ SHULTS User Registrations
E g Registered Users (1) §» Requests (0) I & Insert I &) Deadline (1) %
Eﬂ @ Search 4f? Categories
) The surname I:l Search| [ Clear All users
P starts with:
i &= Users (1 to 10 out of 24) SYSTFM —
Full Name Username Register Date fevorite Users
admin admin admin 25 February 2011
Arapi Xenia wenia 10 March 2011
Dimoleni Vanessa Dimoleni 18 March 2011
Ehlers UIf EFQUEL 12 April 2011
Fiserova Lenka Lenka 14 March 2011
Foglar-Deinhardstein Katharina KatharinaFD 14 March 2011
Georgakakis Andreas andreas 14 March 2011
Gerhard Plakolm plakge 11 April 2011
Helmstedt Connie chelmstedt 14 March 2011
Katalin Szépluthy szepkuthykatalin 16 April 2011
Pages: 1| 2| 2| » »M

Figure 2.16 Insert/Invite users to the course

Additionally, you can set a deadline for Registration to your Course (Figure 2.17).

START

Logged in as use

COURSES INFORMATION

PROGRAMS
Mada

STATISTICS CONTACT

Introduction to the training scenario concept (C533.1) €® Course Page [Mor

Management Options Services Administrators Description Information Access & Registration

" -
:} SENES User Registrations

i
E & Registered Users (1) 9 Requests (0) 9 Insert I ,_J; Deadline (!) I [
f_ﬂ | Registration Deadline in Course
- Deadioe Activate Deadline
3 =32}
E gseler:tflrst the hour and then the date
28|23 (3031|123
4|5|6|Z2|8]|5 |10
11 |12 |13 |14|15(16 |17
18 |15 |20 |21 |22 (23 |24
25|26 (27 |28)29 (30| 1

|'ﬂp|:|: []9_|Z|: 00_|Z| |

Figure 2.17 Deadline for user registration

2.5 How to create Announcements

This service allows the creation of announcements that are visible to the registered users in the
course. The platform offers the necessary forms for the preview, creation, update and deletion of
the announcements of the course. Also, the announcement can be automatically sent to the e-
mail list of the course.
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In order to create Announcements go to:

Courses = Select your course = Announcements = Announcements [Edit]
- New Announcement

Logged in as user Mada

Introduction to the training scenario concept (C533.1) 4R Announcements [Normal View] ‘
Management Options Announcements I |_f New Announcement I I
|
] Settings
E I New Course Announcement
|a Tntle|C0urse info updated
m ||_1 || B 7 U ABG” | Paragraph - | Fontfamily |~ |Fontsize -
m = .
- |06 i O a8 2 |32 6 | == o | [A - 22 o
-
= Dear all,
j Announcement
o Flease make sure to check the...|
@
ary Dlnsert a link to digital item
@ S bvsi-mmi:iel [F] cCheck if you want to send the notice automatically to the course mailing list
>> Create Cancel
e
-

Figure 2.18 Create new announcement

Fill in the fields available: From (optional) and Title, write and format the text of your
announcement and select Create. Additionally you can Insert a link to a digital document
available on the platform and select the option to Send the announcement by E-mail service.

Once you create the announcement, this will be available in the list on Announcement. You can
further Edit r 4 your Announcement or choose to Delete it %

Logged in as user Mada

Introduction to the training scenario concept (C533.1) 4R Announcements [Normal View]
Management Options k.( Announcements New Announcement
& Settings

7 I Announcements (1 to 1 out of 1)

M

Title Delete Change

i) Course info updated ® f
Date: 25 April 2011

Hello!

Flease make sure that you...

ER X - A AT Ea e

Figure 2.19 List of announcements
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2.6 How to use the Course Calendar

The course calendar presents the events related to the teaching of the course and are updated
during the semester. The events, depending on the progress of the course, are created by the
instructor or the lab staff and are presented to the registered users sorted by month.

In order to create Announcements go to:

Courses = Select your course = Calender = Calender [Edit] = Create =+

The course calendar presents the events related to the teaching of the course and are evolved
during the semester. The events, depending on the progress of the course, are created by the
Course Administrator and are presented to the registered users sorted by month.

Include a Subject for the event and select the Staring date and time and the duration of the event.
You can include a Description with guidelines for students and Insert a link to a digital item
(Figure 2.20). In order to insert a digital item as an attachment to the event, it is important that
you first upload the digital item. More info on how to upload digital items is available in the
section Digital Content Management.

Logged in as user Mada

Introduction to the training scenario concept (C533.1) €& Calendar [Normal View]
Management Options Calendar E New Event

‘_’ Settings

? . MNew Event

Subject

Introduction to the training scenario concept - Lecture 1

Period Started: ]

E?x:‘?'

=
In the calendar that will appear select first the hour and then the day

[ ] R .
Duration: 2|z| Hour{s) : | 0 |z| Minutes
-
‘__ L=nmi dl|B I O s |= = = =/ Paragraph ~ Fontfamly |- Fontsize -
o o A | A== A -7 [
o
Lo For Lecture 1 download the PPT presentation from here.
ity = 4
o
» Dinsert t tal ite
e
N

Create Cancel

Figure 2.20 New event in the course calender

Once you have created the event, this will be displayed in the Calendar (Figure 2.21).
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Introduction to the training scenario concept (C533.1) €& Calendar [Normal View]

Management Options A% calendar

U Settings

:}5 Course Calendar

I— Date DurationSubject Description Delete Change
=] | a2 April 2011, 02:00:00/Introduction to the training scenario | For Lecture 1, download the PPT Presentation ® f
- hour:09:00 concept - Lecture 1 from here.

= —

o -+

7|

o

i

3= |

Figure 2.21 Event listed in the calender

2.7 How to use the Mail Service

As course administrator you have the opportunity to use the mail service and send messages to
inform directly the registered users about various topics related with the course. Each user
through his/her personal profile, can choose if (s)he wants to receive those messages or not. In
each case, and to better inform the learners, the history of sent messages to the mailing list of the
course is presented on the course’s pages.

In order to create a Course Mail go to:

Courses = Select your course = Course Mail = Course Mail [Edit]
- Send new message

Create a new message by writing its Subject and Content and select Submit. A copy of your
email will be saved in the Sent Messages list. Once you submit a Message, all the students

registered to the course will receive your message as long as they have activated the E-mail
Services from their Profile page.

Introduction to the training scenario concept (C533.1)

€R Course Mail [Normal View]

Management Options Sent Messages I -} Send New Message I

Course Mail

= Subject: |New deadline for essay upload: 21/05/2011

I= | Please make sure you all upload your essays ...

Content

B 7 U |8 )| |

Submit

Figure 2.22 Send new message
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2.8 Management of the Digital Content

The platform offers different Categories of Digital Content that you can upload on the platform
such as: Lectures, Notes, Useful Documents, Links etc. As Course administrator you are free to
edit and create new categories to suit your training needs.

In order to manage your Digital Content go to:

Courses = Select your course = Digital Content = Digital Content [Edit]

In order to organise your categories, select Categories [Manage] tab.

Intreduction to the training scenario concept (C533.1) 4R Digital Content [Normal View]
Management Options | Lectures || motes || useful Documents | | Links | [ Categories [Manage] |

“h} Settings Digital Content

i

= [ Directory Insert Old Courses

=

- Lectures

I[ﬂ I View Order Title File Delete Edit Show Presentation Annotations Downloads
- There are ne available decumeants

-] Update

o

9

]

s

i

Figure 2.23 Digital content management

Regardless of the type of content, the functionalities available are the following:

a. Directory

Lectures Notes Useful Documents Links Categories [Manage]

Digital Content

Insert 0ld Courses

Documents

View Order Title {File Delete Edit Show Presentation Annotations Downloads )

e a = / & :

e o % /7 & = 0

SdELiE;tli:;?rDIDE)Thinl—cStenarios,Rethinl—c B % j B B .

e st P % S & B :
Update

Figure 2.24 Directory of useful documents
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Here you can check the list of uploaded digital content, view the documents, edit or Delete them.
Additionally you have three options that you can enable as follows:

- Show: Check, if you wish the file to be visible in the normal view of the course

- Create Presentation: Check, if you want the system to process the uploaded file to upload to
enable the presentation through the platform.

- Allow Annotations: Check, if you wish to allow annotations from courses registered users on
the presentation

b. Insert

Select Insert, describe your document by providing a Title and a Description and select Choose a
file to upload it.

Lectures Notes Useful Documents Links Categories [Manage]

Digital Content

—

Directory % Insert Old Courses
Insert
Upload File - Description
Title Settings

Show File
Check, if vou wish the file to be visible in the
normal view of the course
[C] create Presentation
o Checl, if you want the system to process the
Description uploaded file to upload to enable the presentation
e through the platform.
B 70 || & S|2= 52 [T Allow Annotations
Check, if you wish to allow annotations from
LInsert a link to course material courses registered users on the presentation

File [+] [ Choose File | g file chosen

Add Cancel

Figure 2.25 Insert/Upload a document

Moreover you can upload material by providing its URL link. You can do this in two easy ways:
either by selecting the Insert a link to course material tap < Imsert = link to course material o
by switching the File menu to Link and inserting the URL in the space provided as shown in
Figure 2.26.

Link El :/fconfolio.vm.grnet.gr/scam/6/resource/285

Figure 2.26 URL of course material

c. Old Courses
Search for already available digital content and insert it in your current course (Figure 2.27).
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Introduction to the training scenario concept (C533.1)

Insert content to the current course

MYLGREE

4R Digital Content [Normal View]

Description

Management Options Lectures Notes Useful Documents Links Categories [Manage]
&% Settings Digital Content

B

= Directory Insert old Courses

b

- Insert Content from previous courses

[} Filter I—

Ell (Keywords): Sy FLEEE

[w] Select all Title Year

= i) Thers are no available documents

Figure 2.27 Search old courses

2.9 Why enable Annotations

Enabling this service allows the registered users of the course to navigate in the course lectures
or notes, which have been previously processed and presented on the system and leave
comments or notes at several points on the presentation (Figure 2.28).

Marketing Organic Produce (OM3):Presentation

WehCourses - SlideShow

Marketing is all about e
* Producing the right
* For the right peopl
+ At the right price

* Attheright place
+ At the right time

* Ata profit

nnnnnnnnnnnnnn

nnnnn

<

S e
The,Marketing Concept

Anav,

No, T think that this explains the marketing concept

o

UUUU LR NN TN YR =)

Figure 2.28 Document annotations

These comments can be seen by other users and the instructor. It is also possible to create a
comment or note in response to a previous comment of a user. In this way the educational
process is enhanced, since the opportunity of asynchronous communication between learners and
instructor via comments or questions on specific points of the presentation of lectures or notes is

provided.
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2.10 How to use Workspaces

This service enables a set of tools to help the development of laboratory exercises, or the various
tasks related to the course. As course administrator you can appropriately set the parameters of
the electronic laboratory to allow the statement of working groups by the registered users,
determining the number of individuals for each group and the deadline for the statement. During
the teaching of the course, you can upload to the system the lab projects or tasks to be completed
by the working groups and uploaded by the deadline.

In order to manage your Workspaces go to:

Courses = Select your course = Workspaces = Workspaces [Edit]
- Create +

Create the new Workspace by choosing its:

- Type (Lab, Exercises or Projects),

- Number of people in the group (1-15)

- Deadline for Registration (Open or Set)
- Title

- Short Description

Additionally you can upload a document with further guidelines

Logeed in as user Mada i®) Logout

Introduction to the training scenarioc concept (C533.1)
Management Options M New Workspace

‘"? =TS df Settings

Ir_-,,- Type |Lab [=]

Number of
members in| 1 El
group

K

=

F ] Deadline for | Open deadline [~ ]
Working Groups
Y Registration
-
2 Title
A
2 Short
D‘, Description
ey )
e | Detailed
o Description
)) (Rules) ||_Choose File | no file chosen
s
e

Create Cancel

Figure 2.29 Workspace settings

Once you select Create additional tabs will be available where you can update the information

on the project, manage participation to the project, upload work of reference material (Figure
2.30).
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English (en)

ogged in as user Mada & Logout
Introduction to the training scenaric concept (C533.1) €& Lab [MNormal View]
Management Options ™ 1st project
&) settings g Settings | | Projects - Exercises | | Participations | | Uploaded Work | | Reference Material |

Type | Projects |Z|

Number of

members in

group

I Deadline for | Open deadline |Z|
Working Group:

s
Registration [2011-04-25 20:07:07.0 LE

Title |1st project

A Survey ..

Short
Description

Detailed
Description
(Rules) | Choose File | ng file chosen

T Qz:*

VLU e efis @R

Insert file from previous periods

Update Cancel

Figure 2.30 Manage workspaces
The service for the projects upload allows the created working groups to electronically send their

work to the system before the submission deadline. The projects are organized and presented to
the instructor with all necessary information through appropriate course management pages.

2.11How to create a Forum

Within courses virtual discussion can be supported. The platform provides a mechanism to
support these electronic discussions among users for each course and on several topics (threads).

In order to create a new Forum topic go to:

Courses = Select your course = Forum - Forum [Edit] = Create a new topic

Logged in as user Mada

Introduction to the training scenario concept (C533.1)

Services Forums & Create a new topic
E} Course Page
I_, [ —— () Create a new forum topic i) Information

Calend . .
1= Mttt Discussion - You can start a new topic for this course
*  Course Mail Topic: ‘ "Introduction to the training scenario concept”

Digital Content

—* The topic should not exceed the 64 characters
Workspaces

Forums | Message: = Fill in the field [Message] the first message in the
discussion
Chat

FAQ New Topic
Rating

Search

Assessment

Reservations

Presentation Room

Video Cenference

FeMOQyRe @Eugn

My Courses

Figure 2.31 Create a forum topic
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Once you have created the New topic this will be listed in the Forum section (Figure 2.32).

Logged in as user Mada

Introduction to the training scenario concept (C533.1) [:]

Services 3 Forums Create a new topic

D Course Page
- Topics (1 to 1 out of 1
|_/ Anncuncements - = )

E} Calendar Subject Started Messages Last post
*  Course Mail ":_2 How to... 2011-04-25 and mada 1 2011-04-25/20:24:52 and mada
Digital Content

Workspaces

Forums I

Chat

FAQ

Rating
Search
Assessment

Rasarvations

=GRS A L

i

Presentation Room

e
." Video Conference

[ My courses

Figure 2.32 Forum topics

In Edit mode, the course administrator is able to view or delete course forum topics.

Logged in as userxenia

Marketing Organic Produce (OM3)

Management Options . Manage Course Forum {1 to 1 out of 1)

-

‘:} Settings Yiew Delete Subject Started Messages Last post

Announcements - ®

Wil reseuEzs 2010-11-09 ano 1 2010-11-09/11153:41 and

xenia xenia
Calendar

E-rnail
| Digital Content

Workspaces

Forums

Coig @R

Figure 2.33 Course forum view in edit mode

2.12 How to use Chat

The platform allows users to communicate directly via the live chat. This service allows the
creation of chat rooms in which users can be connected and exchange messages in real time.

In order to use the Chat service go to:

Courses = Select your course = Chat = Chat [Edit] = New Chat room
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English (en) [
) Logout

Services Chat Rooms & New Chat Room
@ Course Page

—* You can create a new chat room
Announcements Create New Chat Room

Logged in as user Mada

]

E’l Calendar

The field [Chat Topic] may not exceed the 64
= Chat - by
**  Course Mail Topic: characters

] Digital Content
= The chat rooms are open for registered course users

M workspaces Create Cancel
w“ Forums
=

7) chat I

@

n\.\i: Rating

é:} Search

B,- Assessment
b= |

Reservations

Presentation Room

Figure 2.34 Create a new chat room

Once you have created your Chat room you can start using it to communicate with other users
(Figure 2.35).

Live Chat - Topic: support

Services = 3
Lo - il Users
@ CETEs Paes .!R Chat Room: support
mylonas
I_f' Announcements [®enia]:Hil How are you? .
B Vand you? St

= [mylonos]:Fine ¥

g calendar [xenial:great

 Course Mail [®enia]:did you see the new exercise?

B Dol [mylonos]:yes

E Blgtaleentent [mylonos]:I need to ask you some guestions

M workspaces [=enia]l:please

- Farurns
@) chat

@ reo

&1 gearch

B; Assessment

B Pressntation Room

." video Conference

[ my courses

£ Periods

P zo09-2010

Figure 2.35 Chat room

2.13How to create a FAQ section

As Course administrator you can construct a list of frequently asked questions with

corresponding answers related to the teaching of the course or the lab projects to better inform
learners.

In order to create a FAQ section go to:

Courses = Select your course = FAQ = FAQ [Edit] = New Chat room
- Create +
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First you can create a category to host your questions. Once you have inserted your Category
title, select Create.

Logged in as user Mada

Introduction to the training scenario concept (C533.1) % FaqQ [Normal View]
Management Options lﬂ Categories ' MNew Category = OldFAQ

& i

'? SN Create New Category

LFE! Title |Hmw to use this section?

[

Eﬂ Create

]

-
(7] ]

=]

)
| e

L=

Figure 2.36 FAQ new category

Your title will then be displayed in the Categories tab. In order to start inserting questions and
answers, click on the Category link and select the New Question — Answer tab (Figure 2.37).

Logged in as user Mada

Introduction to the training scenario concept (C533.1) “B FAQ [Mormal view]
Management Options E Categories 2 0Old FAQ

@

“1‘3 Settings About this functionality

)‘.

IF_"! Questions-Answers New Question-Answer

=

— L7 New Question-Answer

-

m Question |How to Improve Your School's Waste Reduction and Recycling Program

- | J||B F U #¢c||= = = =|| Paragraph - Fontfamly - Fontsize -
- =N =N = S e = || A -2 ~f[um|
= Reply | In orderto o

o
™
)) Updste Cancel
L=+
LB

Figure 2.37 Add new question in FAQ

Edit your question and provide an answer to it and press Update. Your question will then be
included in the corresponding Category list.
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2.14How to Rate your students on the course

An important service is that of management and presentation of the grades. As course
administrator you are able to import to the system via spreadsheet with appropriate formatting
the score of registered learners for the course projects, the total lab score, the final score in the
course etc. For privacy reasons, each registered to the course learner is able to see only his/her
personal grade for the various categories that have been described before.

In order to use the Rating service go to:
Courses = Select your course = Rating = Rating [Edit] = Insert Rating

Download the template available in Rating file (Figure 2.38), complete the four sections: User
No, Surname, Name, Rate and upload on it to the system.

Logged in as user Mada

Introduction to the training scenario concept (C533.1) €B Rating [Normal View]
Management Options Rating

'gj} LS Basic Categories Other Categories # Insert Rating Manage Categories

i

=

= To enter the rating you need to create a spreadsheet containing registered users and rates. The spreadshest must be
[ compatible with MS Excel $7-2002 (.xls). The file must be formated in columns and the first row must have the

- der:

1] djInstructions  (User No, Surname, Name, Rata).

L &The submission of 2 new rating file will overerite the existing rating

=X KartefdaoTs To apysio syyeypappévaw yia eicaywyr Babpohoyiag: g File

F_ Category |Z|

Rating File:

o g(_)ds) |[ Choose File ] No file chosen
[2 |

B" Insert

= |

w?

Figure 2.38 Insert rating

2.15How to Assess your students

The platform offers you the opportunity to create assessment tests to monitor the progress of

learners. Tests may contain multiple choice questions, whose answers can be formatted as text,
or different files.

In order to use the Assessment service go to:

Courses = Select your course = Assessment = Assessment [Edit]
- New Assessment

Create a test by filling in the following sections:

- Assessment Title

- Duration of the assessment (hours of minutes)

- Maximum number of effort (if the student can retake the test)

- Order of the questions (random or not)

- Period of assessment availability (when students can take the test)
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Once you have filled in all these sections, select Create (Figure 2.39).

Introduction to the training scenario concept (C533.1)

4B Assessment [Normal View]

Management Options Assessments [} New Assessment

&

:3 Z2inzE New Assessment

P

= /? Settings Access Questions

2]

- Assessment Settings

[ﬂ Assessment Title : |Under5tanding the concept of Organic Agriculture
- Specify the maximum duration of this assessment

- Duration: []0|z| hours : |10 E' minutes

F_ Determine the maximum number of efforts by the same user
9 Efforts: |0 (Enter 0 for unlimited efforts)
o Determine the question presentation order

el

]

Random order ¢ vou check the order of gquestion presentation will be random for each user. Otherwise the order of
presentation will take place with default order

Specify the time period during which access to assessment is allowed

Started: |2011-04-23 09:00 =
..... Expired: |2011-04-26 09:00 E

Create Cancel

&

¥ LR

v

Figure 2.39 Create new assessment

The Access section will provide information regarding the assessment access rights, while in the
Questions area you can start adding Questions to your Assessment from Create “*.

Management Options Assessments New Assessment |_f Update
i q
3 settings Edit Assessment: [ Understand the Concept of Marketing ]
u Announcements
Settings ACCESS Questions Update
E’; Calendar 3
Question
™ E-mail
7 [afe r o || =1 Font Famibe  [=|| Font -
[B) Digital Content g = e (=Ll ont size
2a (A 3 G - iz iz ~ab@
™ yorkspaces | % 5 @ 3 & = = HA D7 | [wem|
s Forums
- Sornetimes the Marketing Mix is presented by "the 4 Ps". Which of the following is
Al chat not ane of them?
W e
f% Rating
Assessment

Caourse Statistics

e
b

Presentation Room <DInsert a link to digital item

Optionally write a comment/hint for the question

Annotation:

Specify the suggested duration of response for this question
Duration: | [

hours @ minutes

Specify units (weight) of the guestion in the assessment
Weight: IE_

Determine the answer type

Type: | Multiple choice v

Reply:Specify the correct answer(s)

Select
# Reply Change Delete Correct Choice
0  Product f ® O
1 Price f ® o
2  Place f ® ]
3  Promotion f ® O
4  Protocol f ®

Enter new choicec

Figure 2.40 Add question to assessment
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Insert your question and specify the duration of the response for the question, the weight of the
question in the assessment and determine the type of answer. The following types of answers are
allowed by the platform:

- Simple text where you need to specify the correct answer

- Rich text where you o not need to specify a single correct answer

- File where you can upload a file as correct answer

- Multiple choice where you can insert various answers and suggest the correct choice by ticking
it

After filling in all the fields select Update and move on to the next question.

2.16How to use the Course statistics

This service processes the information recorded by the system regarding the access to the
content, calculates various useful statistics (e.g. regarding the number of hits in the course, the
utilization rate of active services) and presents them graphically. It also calculates and presents
dynamically appropriate performance indicators of the course after processing the grades data
from all courses instances, to help you evaluate the effectiveness of teaching and to draw
conclusions about the impact of specific changes in teaching of the course on trainees
performance.

In order to use the Course statistics go to:

Courses = Select your course = Course Statistics

Logged in as user xenia

Organic Standards (OM2 - 2009-2010)

4R Course Page [Norr

Management Options icti
oy . E Course Access Statistics ¥ Course Statistics
‘,». Settings

300

Announcernents 1 | Course Access Statistics
Calendar 2 Site Service Statistics

e K

E-rmail 240 248

Digital Content

=

Workspaces 179

Forurms

hits

Chat

FAQ 120

95

Rating
&

Assessment 60l 55

Course Statistics

MERE € 9.
o
o

Presentation Room

“““““““

Figure 2.41 Course statistics
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2.17How to create a schedule for resources Reservation

The platform provides a service for the time-scheduling and reservation of resources related with
the course.

In order to use the Reservations service go to:

Courses = Select your course = Reservations = Reservations [Edit]
-> New schedule

In order to make a new schedule for the course resources specify the interval at which the
reservations are permitted and select Create.

Logged in as user mada

Intreduction to the training scenario concept (C533.1) "'},\ Reservations [Mormal View]
Management Options Schedule Catalog Mew Schedule
% Settings

New Schedule

Course | Introduction to the training scenario concept

Course Code|C533.1

Title: | 1st exam

Reservations for the lst exam

Description:

Specify the interval at which reservations are permitted on the resources of this schedule

Started: Izuwuarza 09:00 =
Expired: |2011_04,27 09:00 =

Create

YEwa e B ag PR

Figure 2.42 Create schedule for reservations

At this point you can proceed to adding resources to the schedule. Go to the new schedule create
and select Create New Resource (Figure 2.43).

Logged in as user mada

Introduction to the training scenario concept (C533.1) -’1 Reservations [Normal View]
Management Options Schedule Catalog New Schedule Settings [1st exam]

ﬁh} Settings

u Create New Resource

@ Resource Title:

-

m Description:

L] A

- Reservation | i i

-y s | Allow reservations by registered users |Z[

e [&&v unapxouv epyaoTipia pe opadeg epyaoiag yia To pabnual

(" Schedule Type: | Weekly Schedule [~]

o Maximum Number |1

T —

G’ e o Fill out the maximum number of reservations that can make a group or a user throughout this schedule
I-ﬁ I Create
Hi

LB

Figure 2.43 Create new resource in reservations (it would be better to add some text in Resource Title and
Description)
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Describe the resource and choose the Reservation type allowing reservation by registered users
or by working groups, decide on the reservation type (weekly schedule or individual dates) and

fill in the maximum number of reservations allowed for users or working groups.

4% Settings

o
¢ Announcements
E; Calendar

=~ E-mnail

[E Digital Content
a Wiarkspaces

w Forums

Management Options

Schedule Catalog Mew Schedule Settings [1st exam]

New Reservation

Resource Title: 1st exam

Window | Ww.1
Cefine a time-window for reservations
Day | Maonda I Number of|3
¥ i Windows .
Start Time | 09 ~|:[00 Enter the number of windows you want to create
: serially

End Time |11 % |:|00 ¥
Available positions (reservations) for the resource for the above window

o Chat Number of 2
@ Fao Reservations:
if{ Rating Create

Figure 2.44 Editing reservation’s settings

{:‘: Settings

3

Management Options

Schedule Catalog Mew Schedule Settings [1st exam]

Available Resources for Scheduling

Announcements Resource Reservations Time-Windows
= o 1st exam i
2} Calendar % Maxirnurm
= '/A, window  Dates Murnber of R Curretljt Wiew
™ E-mail Reservations gservanans
- . o Monday- =
[l Digital Content s % w.i {09:00:00,11:00:00) z i Es)
b | o Monday- oty
Workspaces s % w.2 {11:00:00,13:00:00) z i ES)
. Forums 0 Monday- e
et s % WD {13:00:00,15:00:00) z 5 Es)
<) Eliett Create New Window
O FaQ
if‘{ Rating Create Mew Resource

D«‘ Assessment

9 Reservations

Figure 2.45 Reservation’s available resources for scheduling

2.18How to use the Presentation Room

The platform supports live broadcasting of a presentation given by an instructor using video and
audio synchronized with presentation slides. It is also possible to record the presentation and
store it on the platform to be accessed by the learners at different times.

In order to use the Presentation Room service go to:

Courses = Select your course = Presentation Room = Presentation Room [Edit]
- Create +

In order create your presentation, go to Create and add a Title and Description to your
presentation. You can choose a document that will be synchronized with the video.

Next, your presentations will be listed under the Presentations tab. To start recording yourself,
select Create (Figure 2.45).
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Introduction to the training scenario concept (C533.1) ’},\ Presentation Room [Normal View]
Management Options Presentations
&% settings Live
‘b‘} < Title Start Notice MoleStudio|Create|View Accessible gglgte" through Store . Edit
reat: 3" Presentation
the site
P and
test [2011-04-25 22:14:16.0 o) wissiuno il Ry ® O £
+
Update

Vv & Qae e agNBER

Figure 2.45 Create a recording

Make sure you have access to a microphone and video camera. If you have also chosen a
document to accompany your presentation, change the slides from Slide Number while recording
yourself.

Management Options
‘:;f? Settings NehTomses VideoBioadeasi e

organic “ N
e mzdnet ki
Tag— aenegtgers

I_/ Announcements

@ Calendar —
= E-mail SWOT Analysis — The Business
[ﬂ Digital Content Strengths
™ yworkspaces * Long established
* Quality product
@ Forums 2 "
e * Strong service capability
4, ‘Chat * Innovative capacity
W@ FAQ Weaknesses:
A Rating * Product-orientated
: * Labor shortage
B» Assessment
- . v»AA- * Few financial resources
jiiieseratons UOIICEIC * No marketing research
@ Course Statistics Video Resolution l Quality I

)’ Export course material using
SCORM standard

.....

s Presentation Room

O 176x144
(® 320x240
© B40x480

Figure 2.46 Presentation room

2.19How to use the Video Conference

This service is used for the synchronous communication among users of the system using video,
audio and text. This service makes possible for groups of learners to meet in virtual space and to
communicate with video, picture and sound. The service also provides the opportunity for
dynamic processing and uploading of presentation slides, where presentation is synchronized
among the members of the conference call.
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In order to create a Video Conference go to:

Courses = Select your course = Video Conference = Create
Any registered member in the course can create a video conference room (thus it is provided in

Normal mode) to start collaborating with other users upon a specific topic. This room will be
automatically removed after 30 minutes without participants.

English (en) [
&) Logout

Introduction to the training scenario concept (€5633.1): Course Video Conference Rooms

Services 7. video Conference

@ S=me ks Subject Started Users State

|_)‘ Announcemen ts
There are no active rooms
Calendar

@

Course Mail

Digital Content

Create a New Room for Video Conference = You can create a new videoconferencing room
Workspaces

Soen =+ The field [Subject] may not exceed the 64 characters
Subject: Organic

— The rooms are automatically removed after30 minutes
FAQ without participants

Create
Rating

e dd¢ ila

Search

B,. Assessment
5 Reservations

.....

Presentation Room

Ig" Video Conference I

E] My Courses

Figure 2.47 Create a video conference room

Once you have created the Conference room you can start communicating with other platform
users.

Services

E] Course Page

|_f Announcements

Calendar

Teleconference - OM3 Live ¥
mylonos

Xenia [ Foom In ‘ | Uplozd ‘ | Hide: | | < | ‘ = |4

MOLE - SlideShow
T < [

T Course Mail

([ Digital Content Marketing mix

Sometimes the Marketing Mix is presented by "the 4 P's:
* Product

Workspaces

Forums
* Price
Chat « Place

FAQ + Pramotion

Assessment
Feszervations

Presentation Roomn

LR

viden Conference |

15 My Courses

| [Chat

£ Perinds
P 2010-2011

why?

xenia (01:12:50 AM) [
Let's use our cameras

rriylonos (01:13:29 AM)
ok

[ | [ submit|y
<] I»]

Figure 2.48 Video conference
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2.20How to Search through your course

This service utilizes the processing and indexing that has been performed by the document
processing engine and offers to the course users a content search tool based on keywords.

In order to use the Search service go to:

Courses = Select your course = Search

The service takes as an input the terms of the search and returns back to the user a list with links
to the educational course materials that meet the search criteria.

Logged in as user Mada

Introduction to the training scenario concept (C533.1)

Services
D Course Page &1 Search Course

Announcements Keywords: |0rganic|

Calendar

@R

Search
Course Mail

Digital Content
Workspaces
Forums

Chat

FAQ

Rating

=21 55 OSSR =

Search I

Azzessment
4 Reservations
#  Presentation Room

“! Video Conference

F.’J My Courses

Figure 2.49 Search course
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3 Annex: Describing resources with metadata using MOLE
platform

Finding the table with metadata elements in MOLE platform

1. Visit

CerOrganic  Course  Management

Platform (MOLE)

http://cerorganic.moleportal.eu and login, using your login details

2. Go to your course page and click on [Digital Content] on the left hand menu

moleportal.eu

COURSES INFORMATION

STATISTICS CONTACT

Introduction to the training scenario concept

Services
['_1‘1 Course Page

Lf- Announcements

f| Digital Content

Workspaces

s F
& Forum

&) chat
u FAQ

H  Presentation Room

43 Periods

» 20102011

C533.1 - Description

Training scenarios provide an alternative, interactive way of training,
as they consist of a set of activities that include not only the
traditional lectures and presentations but visits, hands-on exercises
and interactive activities as well. They describe a training activity,
where the focus and starting point is a real life situation and not a
theory. A training scenario refers to training goals within a topic, and
more specifically suggests training activities, use of resources, and
may also discuss the role of participating actors. The scenario may
be an idea that has already been developed and evaluated and
found to be successful or a new idea that is being formed and
prepared for implementation.

This unit will provide an Introduction te the concept of training
scenarios and how these can be implemented in the training
context. During this lecture, the participants will be encouraged to
come up with ideas about their own scenario. These ideas will be
presented in class and discussed with other participants.

3. Click on [Digital Content Edit]

moleportal.eu

CerORGAN

2011-05-08 / 2011-06-13

< CerOrganic Pilot Training of Trainers Summer
= School

“e@” Vocstional Training in Organic Agriculture

% Registration confirmation is required

Registration Deadline:

™™  Course Syllabus

&) Rsferences - Links

Course Access Statistics
1,931

2488

1,200

s 800

E 400 32
Mai Touv

Manths (2011-05-08/2011-06-13)

Services

['_1'1 Course Page

Lf- Announcements
* Course Mail

Digital Content

Workspaces

e

Forum

1§

hat

Introduction to the training scenario concept (C533.1)

[JB Lectures (1) Notes (2) Documents (4) Links (1)

1toloutofl

Title

Introduction to the training scenario concept (C333.1)

4. For the first resource in the list, click on [Edit]

43

> English (en)

File Presentation Annotations Description

(=t - :


http://cerorganic.moleportal.eu/

Lectures Notes Useful Documents Links Categories [Manage]

Digital Content

[Ji] Directory  Insert Old Courses

Lectures

View Order Title File Deletfe Edit how Presentation Annotations Downloads
Introduction to the training scenario concept (C533.1) L" b4 ; D D 23
Update

5. Click on [Information]

Directory Insert Old Courses |_f Update

Update
Upload File - Description Settings' Information l
Title Introduction to the training scenario concept (C53| EetEnos
This is the presentation for course "Introduction to Show File
the training scenario concept (C533.1)" Check, if you wish the file to be visible in the normal

wiew of the course

[l create presentation
L Check, if you want the system to process the uploaded
Description file to upload to enable the presentation through the
e platform.
B2 U =g o F|i = [T Allow Annotations
Check, if you wish to allow annotations on the
DInsert a link to course material pre=entation from course registered uszers

File [ L" |[ Choose Fie | g file chasen |

Update Cancel

6. You will see the list of metadata fields

Upload File - Description Settings i) Information

»

Save 7/ | Identifier -

# Catalog Entry
General 2|~
1 mole/cerorganic 244 -

Identifier

Title

m

Language
Description
Keyword

Coverage

Structure

Aggregation Level
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In order to add a metadata description to your resources/units, you have to follow the steps
described in the next paragraph.

After you have reached the metadata table page, you are ready to start describing the resources
with metadata. In this stage only the mandatory metadata elements, which provide the basic and
required information about your resources should be used.

Metadata elements in MOLE are grouped in 9 categories, based on the IEEE LOM standard:

1. General General 2|~
2. LifeCycle — 21—
3. Meta-Metadata Meta-Metadata 2|~
4. Technical Technical 2|~
5. Educational Educational 2=
6. Rights Rights e
7. Relation Relation 2|~
8. Annotation Annotation 7|
9. Classification Classification 2~

Clicking one of these categories will open the metadata fields contained in this category

STEP 1: Describing resources with metadata in English
You have to include appropriate information in English as well as in your native language for
the following metadata elements only:

e 1.2 Title

e 1.3. Language

e 1.4, Description

e 1.5 Keyword

e 3.4. Language of metadata

e 4.1 Format

e 6.1. Cost [always = NO]

e 6.2. Copyright and other restrictions [if you created the resource set NO, else describe the
copyright information of the item, e.g. book]
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Save 7 Language [~
| Save | #
1] 54
General 2i- Abkhazian
E— = Afar
fcle THw
o Afrikaans
Meta-Metadata 7|~ Akan
Albanian
Identifier Amharic
E Arabic
Contribute Aragonese
Armenian
Metadata Schema
Assamese
Language Page 1|of1a| b B| | &

Figure 50: Selecting the language of the metadata (3.4)

1.2 Title: By default, the title will be automatically entered. However, in order to achieve a
uniform way to name the presentations of the CerOrganic training curriculum, we propose
to copy-paste the name of the specific training unit, followed by the number of the unit
(please see screenshot below).

s

Save ? Title -

| Save | J
# Title Language

General 7/~ v
1 Course Management Platform (MOLE) (C532.3) English | -

Identifier
Title
Language )
Description
Keyword

Coverage

1.3 Language: The language of the resource should be entered here. By start typing the
first letter in the field, the matching languages will appear from the pull-down menu (this
is the case for all pull-down menus)

s

save ? Language =
Save 3
# Language
General ape |
1 |EngE} e
Identifier English
Page, 1 of1 P
Title
Language

1.4 Description: This will be a short description of the resource. For the presentations of
the training units, it is already available both in the corresponding course page in the
MOLE platform as well as in the corresponding section within the presentation itself. For
other resources, a couple of sentences describing the resource should be enough. You
should make sure that you select the language of the description in the field next to the
description field.
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Save ?
Add new Description

Description I
General S

]

Identifier # Description Language
Tit 1 'This unit aims to; = provide a definition and usage of... Englizh —

Cle
Language
Description

1.5 Keywords: Please add at least three keywords describing your resource, one in each
field. Please make sure that you indicate the language of each keyword in the field next to
the keyword field. In order to add a new keyword, please use the [Add new keyword]
button on the top of the window (see screenshot below). The green (+) sign should only be
used for adding a translation of an existing keyword.

Save 7
| Save|
K| -
General EXPY
@)
Identifier # Keyword Language
- 1 "MoLE " Engiish —
Cle
= 2 Write a Keyword Please select the language —
Language
Description
Keyword
Keyword M~
Coverage
o
- )
Structure # Keyword Language
Aggregation Level 1 rite a Keyword Please select the language -
LifeCycle 2|+
Meta-Metadata ?H-

3.4 Language of the metadata: The main language of the metadata record should be
provided (English for most cases), by selecting from the pull-down menu.

Save 2 Language =]
S #
— |
1 | English| >

General 2 |-
LifeCycle L
Meta-Metadata 7 -

Identifier

Contribute | ||

Metadata Schema

Language
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4.1 Format: The format of the resource should be provided here. In most cases it will be
automatically completed; however the accuracy of this entry should be checked by the one

annotating the resource.

Save ?
General e
LifeCycle 2|~
Meta-Metadata ?H-
Technical 7| 3
Format

Format ™1
@)
#
1 application/vnd. ms-powerpoint -

6.1 Cost: This value should be set to “No”.

Save 7

i
General 2~
LifeCycle 2=
Meta-Metadata 2l
Technical 2~
Educational 2~
Rights 2 |[a

Cost

pyright and Other Restrictions

Description

-
Cost -
#
1] .
Mo
es

&

Page 1|0f1

mn

6.2 Copyright and other restrictions: If you created the resource (e.g. the presentation)
set this to NO, otherwise (e.g. in the case of a book) please refer to the copyright
information of the specific resource.

?

(Save|

Save

General ki
LifeCycle B
Meta-Metadata 7
Technical 7
Educational 7
Rights ?

-

-

Cost

Copyright and Other
Restrictions

Description

-

Copyright and Other Restrictions (™)

#
1 v

No

&

Page 1 of1

m
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STEP 2: Translate metadata in your own language
Provide the translation for the metadata elements 1.2, 1.4 & 1.5

1.2 Title
Enter the translated title by clicking on the green + sign

»

Save 28 Title
# Title Language
General ? [~
1 Course Management Platform (MOLE) (C532.3) Englizh
Identifier
Title
Language

1.4 Description
Enter the translated description by clicking on the green + sign

-
=]
Add New Translated Title

Upload File - Description Settings i) Information
-
Save il e
| Add new Description |
Description I
General I =
dentifier # Description Langual Add New Translated Description
= 1 This unit aims to: - promotes the principles of a viab... English -
e
= 2 Aceasta unitate are drept scop: Promovarea de pri...  Romanian; Moldavian; Mol... ==
Language
Description

1.5 Keywords (please make sure that you scroll down and translate all keywords)

Enter the translated keywords by clicking on the green + sign

»

Save 20
| Add new Keyword |
Keyword
General 2 [
Identifier # Keyword
_ 1 "MOLE
Title
= 2 Write a Keyword...
Language
Description
Keyword
Keyword

in your own local language (Czech / German / Greek / Hungarian)
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STEP 3: Translate existing metadata

You have to contact WP2 leader to let him know that the rest of partners can now introduce
translations for elements 1.2, 1.4 & 1.5. For instance, you are Greek and you uploaded a unit in
your Curriculum, you initially created metadata in English for it and later translated 1.2, 1.4 &
1.5 into Greek. Now it is time for our Austrian, Czech, German and Hungarian partners to
include translations for elements 1.2, 1.4 & 1.5 in Austrian, Czech, German and Hungarian
respectively. At the same time, you will be asked to translate others’ metadata into your local
language.

Notes:
1. You are asked to repeat the procedure for all the resources available in this course
2. You are asked to repeat the procedure for all of your courses/units in MOLE
platform

NOTES: Please make sure that you read the following before starting/completing the description
of resources with metadata:

1. Please make sure that you press the Green Save button (on the top of | ..
the metadata categories list) every once in a while, and at least while

finishing with the description of each resource with metadata. The | __. “
system has an auto-save mechanism, however, it would be nice if we dentifor
could make sure that all metadata records are saved before we leave =
the metadata editing page. (ancuzse | |

2. Please prefer to use not-formatted text when transferring information from e.g.
Presentations or Word files. Just to be on the safe side, it would be ideal if information
coming from these sources are first copied and pasted into a textpad/notepad file and then
copied and pasted in the metadata forms.

3. In order to be able to start the metadata translation task, all partners involved in this task

should be assigned Course Admin rights by each project partner who is responsible for
each course. So, for example, in order for me to assign admin rights to my Course 532.1,
I will have to add as admins to this course all the partners who are working on the
translation of metadata. For this to happen, each project partner who is working on the
translation of metadata should provide us with the name of the person responsible of this
task. Then, each partner should add all the names of all these persons as admins in all his
courses/units in the MOLE platform that he is responsible for.
To this direction, you should [Edit] your course (orange button at the top right corner of
the Course screen), go to Administrators tab and make sure you add all partners involved
in the translation. This can be done by pressing the Green + button below the last course
administrator (see red circle in the image below). So, for all courses, the administrator tab
should look like the image below (but including all the names of the persons involved in
the metadata translation task:
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4 Useful links

MOLE central installation: http://www.moleportal.eu/

CerOrganic MOLE plaftom: http://cerorganic.moleportal.eu/

CerOrganic project website: http://www.cerorganic.eu/

Learning Object Metadata standard:
http://ltsc.ieee.org/wgl2/files/LOM_1484 12 1 v1 Final_Draft.pdf
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